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1. Filing Instructions 

Remove page headed : Insert page headed t 

137.251a * '■.&£ 

2. Explanation of Manual Changes. 

By Executive Memorandum of June 18, 1965, the president directed 
all Federal Agencies to take the lead in ZIP Coding mail and instructed 
the Postmaster General to issue regulations governing the use of the 
ZIP Code by such agencies. 

Pursuant to this directive new Section 137.26 is being added to 
be effective in two phases in order to permit time for converting to 
the ZIP Coding system: 

a. Prescribing not later than November 1, 1965, that 
typed or handwritten addresses on official mailings 
by Federal Agencies must include the ZIP Code. 

b. Prescribing not later than January 1, 1967, that all 
Federal Agencies must use the ZIP Code in the 
addresses on all official mail and that they must 
presort quantity mailings by ZIP Codes. 

While these advance dates have been set to permit time for 
conversion where required, the Executive Memorandum places responsibility 
upon Federal Agencies to provide an example for private mailers in the 
effective use of the ZIP Code system. Therefore, each agency should make 
arrangements to follow these regulations at the earliest practicable date 
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MaH Classification and Kata*: 
Official Mall 


right corner of the address aide the printed statement of the p en al t y of 
r r^ryrrr. mummy Pm aNy /er Prints U*e to. Avoid Pavmmtoj Postage, 

printed statement of the penalty for misuse may not be handwritten or 
typewritten. They must also show, over the words OJIcfef Buriats* in the 
upper left comer of the address side, the name and address of the department, 
bureau. offloe, or offlcer. The following markings are required, when 
applicable: * 

a. Official mall of designated State extension directors must bear In the 
upper left comer the name of the agricultural college and the name of 
the poet office at which the mall Is to bs accepted without prepayment of 
postace, followed by the name and title of the designated officer and the 
words Cooperative Agricultural Extension Work— Act* of If ay I and June 
SO. 1014. 

b. Official mailings by sgricultural experiment stations must bear In the upper 
left oomer of the address side the name of the station, the name of the post 
office at which the matter Is to be accepted, and the name and title of the 
officer In charge of the station, followed by the word Publication. The 
title of the bulletin or report may be used. 

.1)3 Prapritf 

Official mall which is not sent as penalty mall or as postage and fees paid 
mall must have postage prepaid. The regular rates and conditions apply 
except that postage on official mall weighing over 4 pounds may be paid at 
the fourth-class rates. See 137.261. 

.34 usi 

.141 The markings authorised on official mall In 137.23 may not be 
placed on other mall to avoid payment of postage or special service fees. 

.141 Any department or office authorised to use the official mall privilege 
may furnish self-addressed envelopes or labels to persons or concerns for their 
convenience in submitting official Information desired by any UjS. Oovemment 
department or agency. Reply envelopes may not be furnished to bidders or 
contractors, or to enable private persons or concerns to send without prepay- 
ment of postage reports or other information which they are required by law 
to make. 

.143 The right of an offlcer to use the official mall privilege ceases Im- 
mediately on his going out of office. 

.144 Official matter of those departments and agencies listed In 137.23 lb 
that Is marked Pottage and Feet Paid (name of department or agency) 
shall be given any special service, including airmail, when it Is ao marked 
by the sender without requiring prepayment of postage or feee. Bee 221.242b 
regarding international mall. 

.145 Airmail and the special services may not be given official mall in 
penalty envelopes without prepayment of air postage or prepay ment of the 
appropriate fee for the special service requested. EXCEPTION: Penalty 
envelopes of a President-elect (8ec. 137.7) and those containing urgent of- 
ficial communications of the Postal Bervioe may be sent airmail without 
prepayment of the postage. Official matt of the Postal Bervioe may be sent as 
registered, certified, or special delivery matt without prep a yment of the post- 
age or fees. 

.13 WtlOHT AND S1ZI LIMITS 

.151 Wilgkt 

a. Penalty mail. No article or package of official matter, or number of 
articles or packages of official matter, constituting in fact a single ship- 
ment exceeding 4 pounds may be admitted to the matt under the penalty 
privilege except stamped paper and supplies sold or used by the Postal 
Service, and books or documents published or circulated by order of 
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MoN OottMcotton ami Ratos: 
137.25b Official Mall 
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.5 luswi 'W 

j. 


^Oourai when mailed by the Superintendent of Document*. Official 
mararifi r p*5fh|ffi r eubfeedtoy ^4 pounds,'!! otherwise m a il a b le. ^w Mh be , - 
accepted on payment of postage at the fourth-class rates within the 
limits of weight prescribed for such matter. (See 136 JI.) Such parcels 
may be sealed or unsealed, and may Include written matter when malted 
at those rates. Official matter of the Postal Service, and books and docu- 
ments circulated by afder of Congress when mailed by the Superintendent 
of Documents, may weigh up to 70 pounds, 
b. Postage and Pees Paid Jfatf. Maximum weight same as 135.31 except 
ii I t whH, Bee 1361. 

e. Prepaid Government Mail. Maximum weight same aa 136.31 except air- 
mail. See 136.3. 

.ssi sjm, s*a»«, *•*•, m*4 SMfJrtg. The provisions of sections 1233. 
131.217. 131.32. 13432, 13432. 1343. 13633. and 13632 apply. 

137^ MAIL SENT TO GOVERNMENT DEPARTMENTS 

31 CSNSUS mail All mall, of whatever class, relating to the census and 
addressed to the Census Office, or to any official thereof, and endorsed 
Official Business. Census Office, will be sent without prepayment of postage. 
Such mall may not exceed 4 pounds. (See 13731 regarding postage 
reimbursement.) Mall sent by the Census Bureau of the Department of 
Commerce or one of its officers In envelopes of that Bureau Is subject to the 
conditions In 137331. 

.12 IMMIGRATION AND NATURALIZATION SIRVICf MAIL All mall Of Whatever 
class, relating to naturalization, including duplicate papers required by law 
or regulation to be sent to the Service by clerks of courts addressed to the 
Department of Justice or the Immigration and Naturalisation Service, or 
any official of either, and endorsed Official Business, will be transmitted 
without prepayment of postage and marked Naturalization Papers. Mall 
relating to naturalization may not exceed 4 pounds. (See 13731 regarding 
postage reimbursement.) 

137.4 STATE EMPLOYMENT SECURITY MAILINGS 

All mall of State employment security offices cooperating with the Depart- 
ment of Labor that bears. In the upper left comer of the address side, the 
words Official Business minted Immediately below the name and address 
of the State employment agency and. In the upper right corner, the words 
Postage and Fees Paid . Employment Security Mail will be accepted without 
prepayment of postage or fees. Postage and fees chargeable are collected 
periodically under a special arrangement with the Poet Office Department 
Such matter will be given the service Indicated on the cover. 

137.5 DIPLOMATIC AND CONSULAR MAIL 

.51 diplomatic mail All correspondence (written or printed) of members 
of the Diplomatic Corps of the countries of the Postal Union of the America* 
and Spain stationed in the United States may be reciprocally transmitted In 
the domestic mall without prepayment of postage. This correspondence may 
not exceed 4 pounds In weight. The envelopes, cards, tags, wrappers, and 
labels must show In the upper left comer of the address side the name of the 
Ambassador or the Minister or the name of the Embassy or Legation, together 
with the post office address; and In the upper right corner the Inscription 
Diplomatic Mail over the word Free. These Inscriptions may be handwritten, 
handatamped. or printed. 
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